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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
GI RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

~~ - entory Forms F i l e  

The function performed i n  creation of the  ser ies  is the  purchase of property for 
agency a c t i v i t i e s .  Activites could include those which a r e  both general and specif ic .  

-. - 1 *DISC"IPTIO. or 5 1 1 1 1 5  - Iarlud. ,or. .O L Tor. Tttl.. 8 ,  .'I -. *,,= *rrmz _ _  

R e a l  Property Inventory Form (91-403) - Inventory documentation. for State  m e d  
It is a description of the  propery and i s  a cross reference t o  the Deeds. roperty. 

geries is f i l e d  alphabetically by county. 



13. Is t h i s  the Record Copy o f t h e  ser ies?  

14. Is t h e r e  a duplication of t h i s  se r ies  i n  another of f ice  o r  y c y ?  
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- . ,Sec re t a ry  of S ta t e  gets a copy along w i t h ' s  CQPY of t he  dee . 
15. h the information containt& ih t h i s  se r ies  ever s m s r i z e d  o r  published? 

16. h s  the  se r i e s  contain c lass i f ied  information requiring securi ty  handling? 

17. Does the  se r i e s  document -- ~~ policies  and procedures of agency's operation or function? [ ]  
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18. Could the function be performed i f  the f i l e s  were l o s t  o r  destroyed? 

19. Is the series (or major portion of i t) regularly microfilmed? If yes,  why? 
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Could reconstruct frm COPY kept i n  the  of f ice  of Secretary of State .  

20. Does the record ser ies  provide data as input t o  an EDP f i l e ?  

21. Does the record se r i e s  contain documentation produced-as EDP printout? 

22. Is the ser ies  affected by Federal o r  grant funds? 

23. W i l l  there  be a need for these records 10, 1 5  years from now? If yes,  what? 

24. REQUIREMENTS. 
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The following requires the f i l e s  t o  be k e p t A d e f i n i t e b  .pears. 

a.[sTATE: b.[]STATUl'E OF c.[]AUDIT d.[]FEDERnL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Cite L ~ J ,  Statute ,  o r  other reason for the re tent ion requirement) 
Series deeds t o  kept as long as propery is owned. (Georgia a c t  1286 - 30USe b i l l  626) 

25. AGENCY RECOMNDATIONS.  This agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR - W H E R  Real property inventory ,then : 

c a p l e t  ion 
A. [ ]Destroy immediately a f t e r  cut off.  

B.[]Hold i n  current f i l e s  area 
1 []Destroy. 

. 

. .. 
year (s )  , . then:  

.~ 
-~ month(s)/ ' 

2 []Transfer t o  records center;  hold ye&(s),  then: 
Destroy. 

3 [ l ~ e s t r o y  a f t e r  audit (or- y e a r ( s )  a f t e r  audi t ) .  
C.&]Hold i n  current f i l e s  area indefini te ly .  

E. []Other 
D.[]Hold i n  current f i l e s  area y e a d s ) ,  then t ransfer  t o  Archives permanently. 

(Indicate  briefly ratiaaZe for  reconmendations above/or wr i t e  additional r e m a r k d :  e.. 
m e  record series is extrenely low i n  vo&*~ 
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i n  Paragraph  25 
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